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INTRODUCTION 


Job Development is based on the premise that a combination of training and work 
experience is desirable for the successful integration of long-term unemployed 
individuals into the labour market. Long-term unemployed persons are those who 
have been unemployed for at least 24 of the past 30 weeks. 


Employment opportunities which contain the desired training and work experience 
for the long-term unemployed are provided under three program options: 


a) Individually Subsidized Jobs 


Employers are subsidized to hire employment-—disadvantaged long-term 
unemployed individuals, to fill newly created jobs or current job vacancies, 
and to provide them with a combination of training and work experience for a 
specific job. Employment-disadvantaged individuals are generally defined as 
those who, although willing to work, have had particular difficulty in 
finding a job as a result of a physical, mental, social or cultural barrier. 


b) Projects for the Severely Employment-—Disadvantaged 


There are special provisions for projects designed to assist the severely 
employment-—disadvantaged long-term unemployed. A severely employment-— 
disadvantaged person is one who has had difficulty in getting and keeping 
continuing employment due to problematic work habits, attitudes and 
motivation problems, a serious lack of education or training, prolonged 
periods of institutionalization, functional illiteracy or a long history of 
drug or alcohol abuse. Such projects would include employment preparation 
and guidance to assist individuals in becoming ready for work. 


c) General Projects 


Job Development will subsidize employers who operate projects normally 
employing three or more long-term unemployed individuals in specific 
occupations providing both training and work experience. Jobs funded must be 
in addition to both existing jobs or jobs which normally would have been 
created in the absence of the program. 


This Guide is designed to assist you in the preparation of an application for 
the funding of a general project under the program. In addition to reading 
this Guide, you will need to review the Provincial/Territorial Information 
Sheet. 


If you wish to be funded for an individually subsidized job, contact you local 
Canada Employment Centre (CEC). If you wish to develop a project to assist the 
severely employment-disadvantaged, contact the Canada Employment and Immigration 
Commission (CEIC) office noted on the Provincial/Territorial Information Sheet 
for further details. 


1. Who may apply? 


Businesses, organizations, individuals, ad hoc groups, municipalities and school 
boards are eligible to submit proposals. 
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Federal departments are not eligible. Federal crown corporations and agencies 
imay be eligible; contact the CEIC office noted on the Provincial/Territorial 
Information Sheet for clarification. 


Provincial/territorial departments and agencies are not normally eligible; 
exceptions are noted on the Provincial/Territorial Information Sheet. 


2. What conditions apply to the funding of proposals? 


Job Development will nomnally only fund proposals to train workers in 
occupations which are in demand in the labour market, unless the training is for 
persons who are employment-disadvantaged or is in anticipation of a future 
identified shortage. 


Only full-time employment is normally allowed. 

Activities may not provide personal service to the Job Development employer. 
Employment may not be paid solely by output or commission; where conmission 
forms part of the payment, the base wage must equal at least the provincial/ 
territorial minimum wage. 

Program funds may not be used to displace existing or laid-off employees, or 
volunteers; nor to replace any employee absent as a result of a labour stoppage 
or labour-management dispute. 

3. Proposal Duration 

Proposals for activities lasting up to 52 weeks will be considered. So that 
participants receive adequate training and work experience, proposals for less 
than 16 weeks will not normally be considered. 

4. Maximum Program Funding 


Contributions may be made in support of wages for workers as follows: 


a) If you are a private sector employer: 60% of wages to a maximun 
contribution of $350 per week per worker; or 


b) If you are a non-profit sector employer: 100% of wages to a maximum 
contribution of $350 per week per worker. 


All wages must meet provincial or territorial minimum wage rates but not exceed 
the prevailing wage rates for each occupation as determined by CEIC. 


For non-profit sector employers, up to $125 per week of the above $350 may be 
used to pay project operating costs including the employer's share of mandatory 
employee benefits (Canada Pension Plan, Quebec Pension Plan, Unemployment 
Insurance, vacation pay and, depending upon provincial/territorial Legislation, 
health coverage) for both workers and manager(s). 


Contributions may also be made in support of: 


a) course development costs for developing specific course material; 


b) training costs to an average of $40 per client per training day; 


c) the provision of facilities or equipment necessary to the recruitment of 
disabled persons to a maximum of $10,000 per place of employment in 
Situations where the recruitment would not take place without these 
expenditures; and no reimbursement for the same facility or equipment is 
being made under any other program; 


da) the cost of capital items, necessary to provide training and/or work 
experience, to a maximum of $5,000 per project; 


e) any assessment raised by a provincial/territorial Workers' Compensation 
Board; and 


f) the wages of project manager(s), deemed necessary to ensure the successful 
delivery of training and work experience, to a maximum of $500 per week per 
manager. 


5. Production Activities 


As Job Development is intended to provide training and work experience in real 
jobs, it is permissible for employers to receive funding for participants 
working on their usual production activities provided that participants are in 
addition to existing staff. The governing consideration is the quality of the 
training and experience for the subsidized workers measured in terms of 
enhancing their future labour market participation. 


6. Formal Training 


In those areas of the country which are served by community colleges, CEGEPs or 
Similar training institutions which have the capacity to provide adult training 
that is needed in the local labour market, preference will be given to proposals 
that combine relevant training in these institutions along with practical 
on-the-job training and work experience. The governing consideration will be 
tne quality of the training, whether provided by an institution or on-the-job, 
measured in terms of enhancing future labour market participation of the 
workers. 


7. Enhancement of Private Property 


Projects which enhance private property or which create major physical assets, 
such as the construction of an addition to an existing building, are not 
generally encouraged but are eligible if they meet the objectives of the 
program. In such cases, THE TOTAL FEDERAL CONTRIBUTION WILL BE LIMITED TO 
ONE-THIRD OF THE TOTAL PROJECT COSTS. 


SYPeProJeCk Pabeicipants 


Unless otherwise specified on the Provincial/Territorial Information Sheet, 
participants rust be unemployed, but have been willing to work, for at least 24 
of the last 30 weeks. They must be referred to the employer by a Canada 
Employment Centre (CEC). 


Job Development supports the principle of employment equity. The CEC will, 
therefore, refer qualified women, Native people, disabled persons and members of 
visible minorities to project employers. 


In some provinces/territories, preference for referral may be given to social 
assistance recipients in accordance with agreements signed between Canada and 
those provinces/territories. 


9. How to Apply 


In order to be considered for funding, you must submit an application form, and 
a Training Plan for each of the occupations in which you intend to hire 
individuals. 


Copies of these documents may be found in the centre of this booklet. Completed 
applications should be sent to the nearest office of CEIC as shown on the 
Provincial/Territorial Information Sheet. Your application will be acknowledged 
as soon as it is received and given a proposal number which must be referred to 
in all subsequent communications. 


Applications are assessed according to the objectives of the program. You will 
receive official written notification with respect to the final status of your 
proposal. 


DO NOT ASSUME THAT YOUR APPLICATION IS APPROVED UNTILL NOTIFIED IN WRITING BY 
CEIC. ANY EXPENDITURES INCURRED PRIOR TO THE APPROVED START DATE WILL BE YOUR 
OWN RESPONSIBILITY AND NOT ELIGIBLE FOR REIMBURSEMENT. WO HIRING OF STAFF, OR 
COMMITMENTS TO POTENTIAL STAFF, SHOULD BE MADE UNTIL YOU HAVE BEEN INFORMED OF 
APPROVAL BY CEIC. IF APPROVED, YOUR PROPOSAL WILL BECOME THE SUBJECT OF A 
FORMAL AGREEMENT BETWEEN CEIC AND YOURSELF’. 


HOW TO COMPLETE THE APPLICATION FORM 


Complete the application form, and any other accompanying documents such as 
the Training Plan, using a typewriter or printing legibly using black ink. 
Ensure that you have read and understood the Guide before completing the form. 


As these forms are used for assessment and approval purposes, it is vital that 
all items be completed. Where it is necessary to attach additional sheets, do 
so but provide a summary of your answer in the space provided on the application 
form itself; do not merely write "See Attached" in the space. 


1. Provide the full legal name and the telephone number of your organization or 
of the individual making the application. 


2. Provide the official mailing address of your organization, including the 
postal code. 


3. Provide the name and telephone numbers of a person who is familiar with your 
application and who can provide additional information if required. 
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Provide charter and registration information if you are an incorporated 
body, society or municipality. 


Unincorporated organizations must include a letter outlining the following: 
(a) length of time the organization has been in existence; (b) names and 
positions of elected officers; (c) activities with which the organization is 
involved; and (da) the total current membership of the organization. 


Indian band councils and unincorporated municipalities must provide a 
resolution which demonstrates collective support for the application. 


Check the employer category to which you belong: private sector, municipal/ 
education or non-profit sector. 


Provide the anticipated start and finish dates for your proposed activities. 
The actual start and finish dates will depend upon approval of your 
application and upon the funding available. 


If you plan an interruption in activities, provide an explanation. 


If possible, provide the street address where activities will take place; 
otherwise indicate the local area in which activities will take place. 


If the activities will take place in more than one location, provide details 
for each location and indicate the location at which most of the activities 
will take place. 


Briefly outline the major objectives and activities of your proposal. We 
are interested in how these objectives and activities will increase the 
future employment prospects of the participants. 


A Training Plan must be completed for each type of occupation which you 
propose to hire, excluding project manager(s). Enter the number of such 
forins Which you are attaching to the application form. This Guide contains 
blank plans for your use. If additional sheets are required, photocopy the 
forms found in the centre of this booklet or obtain a second copy of the 
Guide. 


In the appropriate space, enter the number of women, Native people, disabled 
persons, members of visible minorities and social assistance recipients you 
intend to employ on the project assuming that qualified persons from these 
target groups are available for referral. 


ll. Where collective agreements are in force in the workplace, you must confirm 
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that the appropriate labour organization has been consulted and either (a) 
has no objections to the proposed activities or (b) if conditions are placed 
upon the proposal or the operation of the activities, provide details so 
that it can be determined that such conditions do not contravene program 
terms and conditions. When a proposal is approved for funding, a letter 
froa the union will be required before an agreement is signed. 


If you have applied to any other funding source, including other programs 
of CEIC, for these activities, indicate the names and telephone numbers of 
the contact people with whom you have been dealing. 


13. WAGE COSTS 


This section of the application form sets out the wage costs of your 
proposal. 


Job Title 


This is the most important piece of information on the Job Development 
proposal, because all other information revolves around the job type or 
occupation with which you wish to become involved. 


List the job titles of the occupation(s) for which workers are to receive 
training and work experience. For each job title listed, except project 
manager(s), a Training Plan must be submitted. 


Job titles should be specific in order to determine whether or not the 
proposed training and work experience are relevant. Examples of general 
versus specific job titles are provided below: 


GENERAL JOB TITLE SPECTETIC JOB STETEE 


Clerk Film counter clerk 
Court clerk 
Clerk-typist 


Cook Cook apprentice (catering) 
Cafeteria cook 
Canned goods cook 


Labourer Concrete paving labourer 
Drapery labourer 
Construction labourer 


A project manager(s) will only be provided in exceptional cases, such as 
Where activities are taking place over a wide area or at a location away 
from the organization's normal place of work. These positions will be 
provided only where it is impossible for your existing staff to provide the 
necessary Supervision. All requests for project managers must be 
accompanied by an explanation and will be reviewed on a case-by-case basis. 


Core staff are only available for proposals which will assist the severely 
employment-disadvantaged. 


Number of Positions 

Opposite each job title, list the number of positions for which you are 
requesting funding. Enter the total number of workers in Box A. The total 
number Of individuals you propose to hire will be the total of Box A and 
Box B (Managers); enter this total number in Box C. 


Total Weeks 


Enter the total number of weeks of participation for each occupation. For 
example, if you propose to hire three bakers, one for twenty weeks and two 
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for sixteen weeks each, you would enter "52" in the appropriate space. 
Box D will be the total weeks for workers. Box E will be the total weeks 
for manager(s), and Box F will be the total of Boxes D and E. 


Wage Rate 


Enter the weekly wage rate for each type of job. All staff must receive at 
least the provincial/territorial minimum wage but not more than the 
prevailing wage rate for the occupation. The Provincial/Territorial 
Information Sheet lists the minimum wage rates. Prevailing wage rate 
information is available from the local CEC. 


Total Wages 


Multiply total weeks by the wage rate. Enter the total wages to be paid to 
workers in Box G. Enter the total wages to be paid to manager(s) in Box H. 
Box J will be the total of Boxes G and H. 


CEIC Contribution 


Box K: If you are a PRIVATE SECTOR applicant, the subsidy rate for workers 
is 60% of total wages (Box G multiplied by 60%) to a maximum subsidy of 
$350/week/worker (Box D multiplied by $350). 


Box K: If you are a NON-PROFIT SECTOR applicant, the subsidy rate for 
workers is 100% of total wages (Box G) to a maximum subsidy of 
$350/week/worker (Box D multiplied by $350). However, you may apply to 
utilize up to $125 of this $350 to pay for project operating costs. The 
total CEIC support for worker wages and operating costs may not exceed 
$350/week/worker. 


Box L: CEIC will pay up to $500 per week for managers (Box E multiplied by 
$500). 


Box M will be the total of Boxes K and L. 
Training Days 


Indicate in Box N the total number of days, to the nearest half-day, to be 
spent in training by all persons filling each occupation. A full training 
day is defined as one during which a participant is involved in training for 
at least four hours. A half training day is defined as one during which a 
participant is involved in training for at least two hours but less than 
four hours. The training days for each occupation/job title will be that 
included on the Training Plan. 


NON-WAGE COSTS 


If any non-wage costs are being requested, a separate sheet is to be 
attached to the application form detailing the requested items. 


Operating Costs 
Operating costs associated with the provision of work experience may be 


claimed by non-profit sector employers only. Private sector employers are 
not eligible for a contribution toward operating costs. 


These costs may include such items as utilities, transportation, 

subcontracting, materials and supplies, and leasing of space or equipment 
not specifically attributable to training or a particular job. Requested 
operating costs must be incremental arising from the proposed activities. 


Operating costs also include the employer's share of mandatory employee 
benefits such as Canada Pension Plan, Quebec Pension Plan, Unemployment 
Insurance and vacation pay. In addition, you may be required to pay for 
provincial health care coverage. The Provincial/Territorial Information 
Sheet shows the appropriate percentage of gross wages to be used to 
calculate the benefits. 


The maximum CEIC funding of such costs will be the total number of workweeks 
(Box F) multiplied by $125. 


NOTE: Box P plus Box K cannot be greater than (Box D multiplied by $350) 
plus (Box E multiplied by $125). 


TRAINING 


An integral part of the Job Development program is the provision of training 
to those who participate in the program. 


The major sources for training are technical/vocational schools or colleges 
and it is recommended that you approach such sources initially for any 
theoretical training required. Preference will be given to proposals that 
make use of this type of existing training expertise but only, of course, in 
those parts of the country that are well served by such training 
institutions and only where tne training makes sense in light of your 
overall proposal and is relevant to the needs of the workers. 


It is, however, acceptable for you to provide your own training and 
provision is made for the reimbursement of course development costs if you 
wish to develop a training package tailored specifically to your 
requirements. Such training may have to be approved by the appropriate 
provincial or territorial government department before funding can be 
provided. This approval will be obtained by CEIC. 


Depending upon how you propose to provide the training (i.e. through a 
college or utilizing your own staff), you should complete the appropriate 
lines of the form. 


The Provincial/Territorial Information Sheet identifies those institutions 
which should be considered as "Public Institutions" for this purpose. All 
other course costs should be shown against the "Fees to Other Organizations" 
line. 
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Training: Fees to Public Institutions 
Training: Fees to Other Organizations 


Enter the estimated cost of the courses to be purchased from public 
institutions and/or other organizations. Attach to your application any 
documentation which supports the amount of the costs requested. 


Other Training Costs 


This covers the situation where you intend to carry out the training 
yourself. You may also require such costs when courses are being purchased. 


It could include the following: instructor fees; the salaries of persons 
who must be hired specifically to supervise training; the cost of renting 
premises required for training purposes where such space is not presently 
available at your place of employment; training aids and supplies such as 
training modules, self-learning packages, textbooks, expendable tools and 
instructional aids; travel and accommodation costs required by instructors 
and workers; and the cost of renting equipment and machines required during 
the training period. 


Total: Training Costs 


The program contribution to training costs may not exceed total training 
days (Box N) multiplied by $40 per training day. 


Course Development Costs: Fees to Public Institutions 
Course Development Costs: Fees to Other Organizations 


You may need to have specific training courses developed. If so, discuss 
this with CEIC before applying for reimbursement of the costs associated 
with this item. 


Reimbursement will normally be made up to 75% of actual employer costs for 
course development costs. A maximum 100% reimbursement will apply to target 
groups such as a Native association involved in the training of Native 
persons where the association does not have adequate financial resources to 
assume the cost of course development. 


Facilities/Equipment for the Disabled 


A program contribution may be made towards the costs of any necessary 
renovations to your premises and/or modifications to or acquisition of 
equipment if they are necessary to recruit and hire the disabled, and 
provided that you are not receiving and/or will not receive other funding 
assistance for the same costs. Examples would include installing wheelchair 
ramps, modifying washrooms, widening doorways, purchase of specially—adapted 
equipment and/or tools, and installing customized work stations. 


An employer who is leasing premises is also eligible for this cost. It is 
the emoloyer's responsibility to obtain agreement from the owner of the 
building for any changes or proposed additions. Any facilities and/or 
equipment that are physically incorporated as part of the building will 
become the property of the building owner unless the employer and owner 
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agree otherwise. Payment for this item will only be made to the employer 
and not to the owner of the building. 


The maximum CEIC contribution is $10,000 per place of employment. 
Capital Costs 


A program contribution may be made towards the costs of acquiring capital 
items judged necessary to ensure the success of the training and work 
experience being provided. This applies only to tools or equipment 
specifically needed for the training and/or employment of the individual(s) 
such as power saws and typewriters. A quotation for the supply of the items 
should be attached to the application. Rental of items such as telephones 
and office/work space is to be included under operating costs. Maximum CEIC 
contribution is $5,000 per project. 


Consultant Fees 


Reimbursement for consultant fees are available only for projects assisting 
the severely employment—disadvantaged. 


Workers' Compensation 


Provide your present rate and your account number with the Workers' 
Compensation Board (WCB). If the activities which you propose are not your 
organization's normal activities, or if you are not presently registered 
with WCB, contact WCB for an estimated rate. 


In order to calculate the estimated premium payable for Workers' 
Compensation coverage, add to the total wages the percentage of gross wages 
which must be paid to participants as vacation pay under 
provincial/territorial law. (The Provincial/Territorial Information Sheet 
gives the vacation pay rate for your area.) Then multiply the resulting 
amount by the WCB assessment rate for your organization. 


Check the Provincial/Territorial Information Sheet for any variation on this 
procedure for your area. 


Total Non-Wage Costs 

Add all of the items shown in the "Total Costs" colum and enter in Box R. 
Add all of the items shown in the "CEIC Contribution" column and enter in 
Boxss. 

TOTAL COSTS 


Add Boxes J and R to determine total project costs (Box T). Add Boxes M 
and S to determine total project contribution (Box U). 


CERTIFICATION 
Review your application for camnpleteness and accuracy and sign it. Two 


Signatures from the applicant organization are normally required. An 
unsigned application will not be processed. 


‘ig 
THE TRAINING PLAN 


Having completed your application form, you must attach a Training Plan for each 
occupation/job title, other than the project manager(s). This form will give a 

detailed explanation of both the training and work experience to be provided to 

project workers. 


The goal of training must be to help participants develop the knowledge, skills 
and attitudes which, when combined with their practical work experience, will 
assist them to find full-time permanent ermployment. 


In deciding what training to provide, establish the occupational skills required 
for the jobs in the project; then decide how the work experience and training 
are combined and the relationship of the one to the other. This should allow 
you to organize the various components of the training plan into a logical 
sequence. 


It may be appropriate in certain circumstances to include components such as 
life skills training. 


Since training is greatly aided by setting goals, you should set out the 
training objectives of the project. These objectives should be measuraole and 
realistic. The means of providing the training should be identified and the 
means of evaluating wnether or not the clients meet these objectives snould be 
indicated. 


Your training plan snould take into consideration local standards, resources and 
expertise. The comparison to existing standards will provide a point of 
reference for both participants and those providing the training. The input of 
recognized authorities is encouraged to ensure the quality of the training. 


In determining what should be considered as training and what as work 
experience, two elements should be considered: 


a) Production: During training, the focus of activity is not on production. It 
is on the workers' acquisition of theoretical knowledge and/or 
practical skills, which may incidentally result in production. 


During work experience, the focus of activities is on 
production, through which workers will incidentally apply their 
Knowledge and skills. In short, workers produce during work 
experience what they have learned to produce during training. 


b) Supervision: During training, workers will receive intense supervision and 
guidance. During work experience, workers will have reasonable, 
normal access to supervision and guidance. In other words, 
during training, workers will be supervised by someone whose 
primary responsibility is to function as their trainer. During 
work experience, that person (or another) will supervise the 
worker(s) as part of his/her ongoing function. 
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HOW TO COMPLETE THE TRAINING PLAN 
OCCUPATION 


Indicate a specific job title for each occupation. These should be the same as 
entered on the application form. 


NUMBER OF POSITIONS 
Indicate the number of positions within each job title. 
PERSON OR ORGANIZATION WHO PREPARED THE TRAINING COMPONENT 


Indicate the name, position and qualifications of the person who prepared the 
training component. If an oryanization such as a community college did this, 
indicate the name of the college, department and person responsible. 


PERSON(S) WHO WILL PROVIDE THE TRAINING 


Indicate the name, title, qualifications and/or experience of the person(s) who 
Will provide the training. 


Example: (1) J. Charlebois, plant supervisor, 10 years experience in. 
(2) W. Smith, masters degree in social welfare with experience 
Hew oe 


If the training is being provided by a training organisation, indicate the name 
of the organisation and the title of the course. 


MINIMUM ACADEMIC AND/OR SKIiiL LEVEL REQUIREMENTS 


In order to undertake a job, a person normally is required to possess certain 
basic educational levels and/or work skills before starting work, even though it 
Will be recognized that the workers you hire will require and be provided with 
training to make them fully capable of performing the work. Please provide the 
iIninimum skill levels required to fill the proposed positions. 


Basic requirements serve as a guide to identifying those individuals who will be 
good candidates to undertake training and work experience in a given 
occupation. 


Some factors to consider when determining basic entry requirements are: 


General education level: Is there a minimum education level, or the equivalent 
in experience, that an individual is likely to need in order to master the 
skills involved in successful job performance in the occupation? 


Past experience or work history: Are there individuals currently facing 
unemployment in one field (e.g. teaching) who may be particularly good 
candidates for preparation in a different, yet related field (e.g. 
instructional programming)? For example, a sponsor may propose to prepare 
general office clerks for employment as legal secretaries in which case the 
basic entry requirements could include past experience in an office 
environment. 
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Basic skills and knowledge: It is important to distinguish between those skills 
that an individual should have prior to placement on the Job 
Development-supported job and those skills specific to the occupation that will 
be developed during the project. Therefore, the basic entry requirements for 
legal secretaries may include ability to type, but will not include ability to 
format legal documents, produce briefs and court submissions, conduct title 
searches, or any other skill and knowledge area specific to the occupation of 
legal secretary. 


Physical demands of the Occupation: With some occupations, it may be necessary 
to consider such qualities as strength, ability to tolerate heights, manual 
dexterity, agility, or other such qualities that may characterize good 
candidates for preparation in the occupation. 


Environmental demands of the occupation: With some occupations, it may be 
necessary to consider environmental factors such as harsh weather conditions, 
prevalence of dust or smoke, and constant high noise levels when determining 
basic entry requirements. 


TRAINING 


Detail the training and skill development to be provided to the workers, taking 
into account the minimum skills which they will bring to the job. Training 
activities can be theoretical or practical or a combination of both. 


Theoretical training is conducted through direct instruction or demonstration in 
a classroom setting, or other non-production site, or at a production site, 
provided any resulting production is incidental to the 
instruction/demonstration. 


Training should not include general academic upgrading courses unless they are 
prerequisites to the training the employer will be providing. 


Practical Training involves all time spent in production activity under guided 
Supervision. It can include instruction and practice in actual jopd duties such 
as the use of equipment machinery and/or tools involved in the job. 


Training may also include an orientation to an occupation which is often of 
great value to participants. It should provide them with information regarding 
laws and regulations that pertain to the occupation; general wage rates of 
people employed in the occupation; types of businesses, industries and/or 
organizations that employ people in the occupation; other types of jobs to which 
the skills involved in the occupation are transferable; advancement 
possibilites; general occupation, and/or other information necessary to orient 
clients to the occupation. An Orientation to the occupation would be in 
addition to an orientation to the employer's workplace and personnel policies 
which should be mandatory. 


The training component should be a series of specific training activities, 
ideally expressed as objectives. They should be written so as to provide 
clients with an understanding of what they can expect to learn and be able to do 
at the end of the training phase of a project. For example, a general training 
objective such as "Workers will learn to make pastry dough" can be made more 
specific by adding such details as: the kind of pastry dough (strudel, cakes 
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and/or breads); the kind of equipment to be used (industrial or domestic); the 
steps involved (selecting and measuring ingredients, mixing, kneading, etc.). 
As another example, a general training objective such as "Workers will learn to 
Change tires" can be made more specific by adding such details as: the kind of 
vehicles involved (heavy trucks, bulldozers and/or cars); the kind of tools to 
be used (hand or industrial); the conditions under which clients will be 
expected to change tires (on the road, at the worksite and/or in a garage); the 
steps involved (securing the vehicle, removing the damaged tire, checking for 
damage, etc.). 


A training plan comprised of specific training objectives will enable you to 
more readily measure the performance of workers. In addition, you can ensure 
that workers are proficient in a specific area or with a specific skill before 
moving on to another. For example, a worker who does not master his/her typing 
skills should not proceed to learn how to operate a dictaphone as the latter 
requires typing ability. 


In addition to the above, you must address the following issues: 


Wnere will the training take place? Training can take place on site ina 
classroom setting, On site in a production setting, off site in a classroom 
setting and/or off site in a production setting. 


If you are purchasing training from an educational institution: 


a) What is the name of the institution and, if known, of the instructor? 

b) Is a course being offered during the proposed dates of operation of the 
project? 

c) Will seats be available? 

a) What costs per worker are involved? 

e) How long is the course? 

£) Is a course outline available? The course outline should provide details 
regarding the types of skills/knowledge to ve taught, the method (materials) 
to be used, the length of time attributed to each skill/objective and the 
manner in which workers will be evaluated. 

g) What will be the ratio of trainer to workers? 


If you are providing the training yourself: 


a) What space will be used for the proposed training? 

b) What will be the ratio of trainer to workers? 

c) If you intend to hire disabled persons, is the training location accessible 
to them? 

dad) What equipment/material/resources will be used? 


What is the training schedule? You can alternate the training and work 
experience component; for example, two weeks may be spent in training for a 
particular skill or group of skills, followed by three weeks of related work 
experience, followed by one week of training, followed by four weeks of work 
experience, etc. In other words, all the training does not have to take place 
in a single block. 


How will clients be evaluated? Performance measures should be an integral part 
of all training plans. Ideally, training activities/objectives should be 
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structured in such a way as to enable workers to demonstrate the skills they 
have learned. Examples of methods to evaluate worker performance are 
performance tests such as the ability to operate a piece of equipment or to 
demonstrate procedures, and knowledge tests which can be oral, true/false, 
multiple choice, matching or fill in the blanks. 


Training may not be approved when: 


a) it is for skills which are readily available in the labour market; 

b) it includes general educational upgrading courses that are not a prerequisite 
to the skill training provided by the employer; 

c) there is a condition which requires workers to sign an agreement restricting 
their future employment; 

d) the training is basically required to cope with the effects of high turnover 
due to poor working conditions or non-competitive wages. 


NUMBER OF TRAINING DAYS 


Indicate the total number of days, to the nearest half-day, to be spent in 
training by all persons filling this occupation. A full training day is defined 
as One during which a participant is involved in training for at least four 
hours. A half training day is defined as one during which a participant is 
involved in training for at least two hours but less than four hours. 


WORK EXPERIENCE 


Work experience means the normal, ongoing activities in which workers will 
participate while under regular supervision. This experience will build on the 
foundations established in the formal off-the-job training. Indicate the 
proposed schedule of work experience detailing the major activities which will 
be carried out and how the work experience relates to the training and overall 
objectives of the project. 


The proposed duties and responsibilities of workers during the work experience 
component should relate directly to the activities undertaken during the 
training component. For example, if workers have been trained to operate a 
bulldozer, operating a bulldozer should be part of their job during work 
experience. As with the training component, the work experience component 
should be a series of specific work experience activities ideally expressed as 
objectives, capable of evaluation, with the following questions being answered: 


Who will supervise the workers and what are his/her position and qualifications? 
Will the supervisor be on-site? What will the ratio of supervisor to workers 
be? 


What is the anticipated schedule for the work experience activities? 


Where will the work experience activities take place? If in more than one 
location, what supervision will be provided at each location? 
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SUBMISSION OF THE COMPLETED APPLICATION 


When you have completed and signed your application form, you should forward 
it and the appropriate Training Plan(s) to the address shown on the 
Provincial/Territorial Information Sheet. 


Refer to the Provincial/Territorial Information Sheet to determine whether there 


is a date by which applications must be received. 
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ae Employment and Emploi et JOB DEVELOPMENT - APPLICATION FORM 


ImmigrationCanada Immigration Canada 


Before completing this form, read the material provided in the Guide to Se ree orns 
Applicants and on the Provincial / Territorial Information Sheet. Please use 
a typewriter or print legibly using black ink. 


1-FULL LEGAL NAME OF APPLICANT AREA CODE TELEPHONE NUMBER 
2-MAILING ADDRESS (NUMBER AND STREET ) 

CITY, TOWN, VILLAGE PROVINCE POSTAL CODE 
3-NAME OF CONTACT PERSON AREA CODE WORK TELEPHONE NO. AREA CODE HOME TELEPHONE NO. 


IF THE ORGANIZATION IS AN INCORPORATED CHARTER / REGISTRATION NUMBER DATE OF CHARTER/ REGISTRATION 


BODY, SOCIETY OR MUNICIPALITY, PROVIDE 19) M 
CHARTER OR REGISTRATION NUMBER AND DATE 


5- EMPLOYER TYPE 
[os] PRIVATE SECTOR fix] MUNICIPAL / EDUCATIONAL [| NON - PROFIT SECTOR 


6- 


PROPOSED DATES OF OPERATION FINISH 


7-LOCATION OF ACTIVITIES 


8-PROPOSED OBJECTIVES 


9-NUMBER OF TRAINING PLANS ATTACHED 


10 - NUMBER OF JOBS TO BE FILLED BY: 
NATIVE PEOPLE DISABLED PERSONS MEMBERS OF VISIBLE MINORITIES SOCIAL ASSISTANCE RECIPIENTS 


11-HAS THE APPROPRIATE UNION CONCURRED WITH THIS PROPOSAL ? (IF NO, PLEASE EXPLAIN.) 


12-HAVE YOU SUBMITTED AN APPLICATION FOR THIS PROPOSAL ELSEWHERE ? el YES 
IF YES, SPECIFY NAME OF ORGANIZATION, CONTACT PERSON AND TELEPHONE NUMBER. 


CLIENT FOCUS | RESP. CENTRE PROVIN.RIDING | FED. CONSTIT 


FOR OFFICE USE ONLY 


REG SP 1 | REG. SP 2 REG. SP 3 NATL. SP 2 


EMP 3773 €E (8-86) 


PRIORITY SECTOR 


PROPOSAL NUMBER OFFICIAL USE 
ONLY 


13. WAGE COSTS RECOMMENDATIONS 
TOTAL yx ~~ WAGE = TOTAL CEIC TRAINING 
JOB TITLE WEEKS RATE WAGES CONTRIBUTION DAYS NUMBER _OF POSITIONS 
NUMBER OF 
WORKWEEKS 


eSiral TRAINING DAYS 


SUB - TOTAL 


MANAGER (S) / 
CORE STAFF 


. WAGES 
ied 

14. NON-WAGE COSTS 

NON-WAGES 

OPERATING COSTS 

TRAINING : FEES TO PUBLIC INSTITUTIONS 

TRAINING : FEES TO OTHER ORGANIZATIONS 

OTHER TRAINING COSTS 

TOTAL : TRAINING COSTS 

COURSE DEVELOPMENT: FEES TO PUBLIC INSTITUTIONS 

COURSE DEVELOPMENT: FEES TO OTHER ORGANIZATIONS 

FACILITIES / EQUIPMENT FOR THE DISABLED 

CAPITAL COSTS 


CONSULTANT FEES 


WORKERS’ COMPENSATION - RATE 


TOTAL NON-WAGE COSTS 


TOTAL CONTRIBUTION 


T U 
15. TOTAL COSTS ae Pee oe ce] 
16. |/We certify that the information provided in this application is accurate and that the jobs to be are in 
addition to employment planned and targetted for the period. 


NAME (Please Print) POSITION SIGNATURE 


il 2-ATTACH EMP 3784 


CONDITIONS OF APPROVAL (IF ANY ) 


REGIONAL VERIFICATION 


APPROVED 
PARTICIPANTS 


WORKWEEKS 


TOTAL CONTRIBUTION 


F] w Employment and ImmigrationCanada Emploi et Immigration Canada 


JOB DEVELOPMENT - TRAINING PLAN 


Complete one Plan for each occupation for which workers will be hired, excluding project 
manager (s). Type or print legibly using black ink. 


PROPOSAL NUMBER 


OCCUPATION FOR WHICH THE TRAINING AND WORK EXPERIENCE WILL PREPARE THE WORKER NUMBER OF POSITIONS 


PERSON / ORGANIZATION WHO PREPARED THE TRAINING COMPONENT 


MINIMUM ACADEMIC AND/OR SKILL LEVEL REQUIREMENTS 


NAME (S) OF THE PERSON (S) WHO WILL PROVIDE THE TRAINING 


TRAINING TO BE PROVIDED 


ESTIMATED NUMBER OF TRAINING DAYS 


WORK EXPERIENCE TO BE PROVIDED 


EMP 3906 E (8-86 ) 


Canada 


E ad Employment and Immigration Canada Emploi et Immigration Canada 


JOB DEVELOPMENT - TRAINING PLAN 


Complete one Plan for each occupation for which workers will be hired, excluding project 
manager (s). Type or print legibly using black ink. 


PROPOSAL NUMBER 


OCCUPATION FOR WHICH THE TRAINING AND WORK EXPERIENCE WILL PREPARE THE WORKER NUMBER OF POSITIONS 


PERSON / ORGANIZATION WHO PREPARED THE TRAINING COMPONENT 


MINIMUM ACADEMIC AND/OR SKILL LEVEL REQUIREMENTS 


NAME (S) OF THE PERSON (S) WHO WILL PROVIDE THE TRAINING 


TRAINING TO BE PROVIDED 


ESTIMATED NUMBER OF TRAINING DAYS 


WORK EXPERIENCE TO BE PROVIDED 


EMP 3906 E (8-86 ) Canada 
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